Job Sourcing

1. After the requisition has been approved, the job is ready to be posted. Click on the Sourcing tab from the Job
Card.

Jobs People Reports v Settings Recent items v Quicksearch Q PageUp (1125) o v

@ Office Services Specialist
Position Info Notes Documents Reports

Q=

Team Link:

No Team selected.

REQUISITION INFORMATION

Reason: New Position v
Position Title and Number:* dj1528 a~

Details v
Working Title:* Office Services Specialist
Requisition Number: 492301

System will automnatically create a Requisition Number
Role Title & Code:* Admin and Office Spec Il Q=

Role Title: Admin and Office Spec Il v

2. Click the Add Sourcing Channel button.

@ Office Services Specialist

Position Info Notes Sourcing Documents Reports

Add sourcing channels <) Show advanced options

Source Opening date Closing date

Notes:



3. Inthe pop-up window, select the relevant sourcing channel from the left panel. The main section of the window
will display fields applicable to that channel.
a. Note: Click the check box, then ensure that the appropriate channel is highlighted.

@ Sourcing channels: COV Website - PageUp People - Google Chiome - 8 x

# dhrm.dc4.pageuppeaple.com/v5.3/provider/managejobs/sourcing/WebsiteCloud.aspx?sData= UFUtVjMtaQTIWRYTEArF8ekIWMkU TPUCDIsSIUIZGheg4Z c5QL %2FVrL ARKAN 10 FNBOAGc0vb QX YKi3OMB DADxUsve33GE7321%2BXbaillVOFSPUHFU%2Bs...

Sourcing channels: @
¥ COV Website

- ) —— - 2 Apply job template
[ career Opuning date: X at| 9 ~¥: 00 ¥ AM ¥ EasternStandard Time
Builder - In Imp
Closing date: t . -
= at| 11 w|g 53 = PM ~ Ea e
[_] HERC - In Imp |
[ Linkedin - In I:ocatmns:
Imp Title: * A - F
G- K
. =l-p
LI Monster - In Posting Pitch: * Clgelectdi
Imp LlSelect a
[JLancaster, virginia
et more job P [Lee, virginia
)oards.., ) [CLoudoun, virginia
Design template: Default v Louisa, Virginia

ClLunenburg, virginia
[CJLynchburg, Virginia
CImadison, Virginia
[Imanassas, Virginia
[IManassas Park, Virginia
[CImartinsviile, Virginia
Imathews, virginia
[CIMecklenburg, Virginia
[_Imelfa, Virginia
[CImiddiesex, virginia
[IMontgomery, Virginia
[CINelson, virginia
[INew Kent, Virginia
|:|Newport News, Virginia
Cnorfolk, Virginia
[INorthampton, Virginia

Text to appear in Job Ad: *
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Include video: OvYes ®@No @
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4. Setan Opening / Closing date and time.
a. Notes: Each source can have a unique opening /closing date.
i. A Closing date and time is not mandatory on the website channel.
ii. Itis possible to set a default opening and closing date for the job and a default application form
by clicking Show advanced options. The defined default opening and closing dates and/or a
default application form will then be applied automatically to every sourcing channel the job is
released to.

®

& dhrm.dcd.pageuppeople.cam/bieta/vs.3/provider/managejobs/sourcing /WebsiteCloud.aspx?sData=U FUNVMINSAZAOAL 12 TFqomZjmVkSBallppsiaviesHsOmig Tvekw M3BHBIRYmatal08 1gzAEbRGfsulTGBAS X TSqAMUZRESIr4BbraDezsNAAZ4aL GNAZY2B 1TOILAG.. @

Sourcing channels: Website

¥ Website
1 ¥ Apply job template

O linkedin -5 Opening date: * Jan 3,2023 at 9 v 00 v~ | AM ~ Eastern Standard Time
Not Use
Closing date: Jan 31,2023 at 11 v 55 v | PM ~ Eastern Standard Time
| Agencies
e ok Locations:
re job ) A-F
Title: * Office Services Specialist
G-K
L-P
Posting Pitch: * Q-7
] Select all

[ outside of State
_I Radford, Virginia
Rappahannock, Virginia

[ Richmond (City), Virginia

LI Richmond County, Virginia
L & O] Tl Roanoke (City), Virginia

LI Roanoke County, Virginia

[JRockbridge, Virginia

| Rockingham, Virginia

I Russell, Virginia

I salem, Virginia

[ scott, Virginia

[Jshenandoah, Virginia

LISmyth, Virginia

I South Boston, Virginia

Design template: Default ~

Text to appear in job Ad: *
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5. Complete the main details in the “Center” area.
a. Note: If this information was entered in when the job was created, it will automatically be copied into
the sourcing description field. It can also be edited so that it is unique for each sourcing channel.

i. JobTitle

ii. Posting Pitch

Sourcing channels: Website

Text to appear in Job Ad: A rich text supported field.

¥ Website
O Linkedin - Do SR
Not Use
Closing date:
[ Agencies
Get more job
ooards... ° Title: *

e Posting Pitch: *

Design template:

e Text to appear in Job Ad: *

Jan 3,2023 at 9 ~v: 00
Jan 31,2023 at 11 v: 55
Office Services Specialist

Come join our team!

Default ~

B 7 YU & E-:i=- & E Fomats- A

Title: Office Services Specialist

Hiring Range: Commensurate up to $44,625
Agency: Department of Juvenile Justice
Location: WAYNESBORO CSC

Agency Website: http://www.djj.virginia.gov/

Rarruitmant Tuna: (Canaral Puhlic - (2

m cance'

Include a video

v
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AM v | Eastern Standard Time

PM v Eastern Standard Time
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17831

2 Apply job template

Locations:

A-F
G -K
aL-P

Q-2
U select all

[JOutside of State

[ Radford, Virginia

[ Rappahannock, Virginia
[JRichmond (City), Virginia
[JRichmond County, Virginia
[C) Roancke (City), Virginia

) Roanoke County, Virginia
[JRockbridge, Virginia
[JRockingham, Virginia

[ Russell, Virginia

[ salem, Virginia

[Jscott, Virginia
[Jshenandoah, Virginia

[ smyth, Virginia

[ South Boston, Virginia

D southampten, Virginia

) Spotsylvania, Virginia ¥

v. Application form: This will be prepopulated from the Job Card, but still editable IF application
was customized.

Vi.

Sourcing channels: Website

Text to appear in Job Ad: *

B 7 U

Title: Office Services Specialist

= Formats~ A A

Hidden Job: Posts job to career’s site but is not visible to any applicant without a link.

Hiring Range: Commensurate up to $44,625
Agency: Department of Juvenile Justice
Location: WAYNESBORO CSC

Agency Website: hitp://iwww.djj.virginia.gov/

Racsrnitmant Tuna: Canaral Puhklie _

17831

OYes ® No @

o Include video:
6 Application form: *

e UJ Hidden job (only visible when searched for by job number)

State Employment Application (Job-'4 v Preview Customize for job



6. Define the following from the “Right” column:

[ Agencies

iet more job
oards...

Sourcing channels: Website

a. Location: Alphabetized by city
b. Search Categories
c. Work Types

Closing date: at 11 v: 55

Title: * Office Services Specialist

i itch: *
Fastifig Pitch: Come join our team!

Design template: Default ~

Text to appear in Job Ad: *
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Title: Office Services Specialist

Hiring Range: Commensurate up to $44,625
Agency: Department of Juvenile Justice
Location: WAYNESBORO CSC

Agency Website: http://www.djj.virginia.gov/

Rarruitmant Tuna: (Canaral Puhlic - (2

Include video: OYes ®No @

7. Click Save.

Sourcing channels: Website

A PM | Eastern Standard Time
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e Locations:
@A -F

#G-K

aL-P

2Q-7

Search categories: *
=Ungrouped

[ select all

[J Applied Sciences and Natural
Resources

[ Audit and Finance

[ Educational and Media
Services

Engineering

[ Health and Human Services
[JHuman Resources

[J Information Technology

[ public Safety

[JTrades and Operations

G Work types: *

O select all

[ Faculty (Adjunct/ Wage)
[ Faculty (Salaried)
Full-Time (Salaried)
Part-Time (Salaried)

[_J Quasi Full-Time (Salaried)

B Website

[J Linkedin - Do
Not Use

[J Agencies

Get more job
boards...

Opening date: * atl 9 ~ : 00
Closing date: at 11 ~: 55
Title: *

Office Services Specialist

T _—
Posting Pitch: Comne join our team!

Design template: Default

Text to appear in Job Ad: *
B 7 U

Formats -~ A
Title: Office Services Specialist

Hiring Range: Commensurate up to $44,625
Agency: Department of Juvenile Justice

Location: WAYNESBORO CSC

Agency Website: hitp://www.djj.virginia.gov/

Rarruitmant Tuna- (Canaral Puhlie - (2

Save Ceancel

v| AM | Eastern Standard Time

~ PM | Eastern Standard Time

17831

9 Apply job template

Locations:

GA-F

wG-K

“L-P

wQ-Z

Search categories: *
=Ungrouped

D select all

) applied Sciences and Natural
Resources

[J Audit and Finance

[ Educational and Media
Services

Engineering

[JHealth and Human Services
[JHuman Resources

[ Information Technology

[J public Safety

[JTrades and Operations

Work types: *
[ select all
[ Faculty (Adjunct/ Wage)
[ Facultv (Salaried) -



